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Welcome 



The TFG4000 Software Series is a set of business management software applications that 
offer the robust functionality of an advanced management tool, yet tailored to meet the 
needs and budget of your growing business. Even better - every application in the TFG4000 
Software Series is sold separately as a stand-alone product, which means you buy only what 
you need to run your operation more efficiently. For example, companies that only need to 
track and manage inventory are not forced to navigate through a multitude of unnecessary 
screens, but rather access the specific application that they need to perform their business 
operation. The added bonus of having every application in the TFG4000 Software Series is 
that each product recognizes the others and runs in harmony to provide you the optimum 
benefit of business management software. 

TFG4000 is an easy-to-learn, user-friendly system that requires only minimal l<eystrokes for 
entering information. There are customizable dropdowns, font sizes, and screen colors 
available within the applications, as well as powerful search capabilities and built-in help 
features to help guide you through the system. With TFG4000, you have the ability to pull 
up various summary screens, enter as little or as much data as you need, process a variety 
of reports - all of which help you save both time and money, which will add directly to your 
bottom line. For added convenience, TFG4000 also allows you to run the system in either 
single or multi-user mode, whichever works best for your business. Other features include 
optional security, as well as data import and export features, which save you the work of re- 
keying information. In all, TFG4000 is the smart source for business management. A 
simple solution for a complex process. 



System Requirements 

l^licrosoft® Windows® 98, Windows NT® 4.0, Windows® 2000, Windows® I^E, or Windows 
XP®, with the latest Service Pack applied. 

Pentium® class processor, 350mhz or greater. 

90MB free disk space. 

128MB of RAM (256MB recommended). 

Network Interface Card configured to use TCP/IP if installing in multiple user mode (client / 
server). 
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starting TFG4000 

Perform the following easy steps to start TFG4000 In either Single or Multiple User Mode: 

Single User 

1. Open the "Start" menu, and then select the "Program" option. 

2. Select "TFG4000 VI. 4" from the program list. 

3. Select "TFG4000" to start. The TFG4000 "Welcome" window Is displayed. 

4. If you see a "User" and "Password" field on your screen, then enter the User 
ID and Password that your System Administrator provided you, and either 
press "Enter" or click "Sign On". 

5. If your screen only displays "Welcome" without any other fields, then click the 
plus sign ("+") next to the application you want to perform in the "NavTree". 

6. Click on the screen you would like to use. 

Multiple User 

Server Startup 

At Installation, the server component Is put In the Startup folder of the Program 
List. It will automatically start at system start up. Perform this procedure only If 
necessary. 

1. Open the "Start" menu, and then select the "Program" option. 

2. Select "TFG4000 VI. 4" from the program list. 

3. Select "TFG4000 Server VI. 4" to start. The TFG "Web Server" window is 
displayed. 

Client Startup 

1. Open the "Start" menu, and then select the "Program" option. 

2. Select "TFG4000 VI. 4" from the program list. 

3. Select "TFG4000 Client vl.4" to start. The TFG4000 "Welcome" window Is 
displayed. 

4. If you see a "User" and "Password" field on your screen, then enter the User 
ID and Password that your System Administrator provided you, and either 
press "Enter" or click "Sign On". 

5. If your screen only displays "Welcome" without any other fields, then click the 
plus sign ("+") next to the application you want to perform In the "NavTree". 

6. Click on the screen you would like to use. 
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Built-in Help 



Help is available at the screen, field, and column level, as well as built-in tool tips. 

Screen Level Help 

To select screen level help, click "Help" on the "Menu" bar, and then select "Screen 
Help". Help for the screen is then displayed. 



Screen Help 
About 



Field Level Help 

To select field level help, right click on the field, and then click "Help" from the pop- 
up. Help for the selected field is then displayed. You may also press the Fl key to 
get field help. 




Column Level Help 

To select column level help, right click on the column header, and then click "Help' 
from the pop-up. Help for the selected column is then displayed. 



Column Help 



Tool Tips 



Throughout TFG4000, there are embedded tool tips that help describe certain areas 
on the screen. You simply roll your mouse (arrow) over the area in question and a 
pop-up will describe that specific area. 

Example Only: 

Item Definition Item Information | item Summary ] Price Summary ] 



Current ttem~ 



Item/Part: I'f 
Description: |~ 



[identification of ttie Item/Part 





Text 
Type 


Delete 








r 


Z 


r 




r 
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Using TFG4000 



You can navigate through the TFG4000 screens by using the "NavTree", the "Goto Screen" 
section of the "View Menu", and the tabs on the top and bottom of the screen. For ease of 
use, the toolbar provides a variety of functions for you to choose from as you use the 
TFG4000 applications. There are buttons located on the toolbar that allow you to perform 
various functions from each screen, such as opening/displaying data, saving data, etc. The 
"Menu" provides useful functions as well, such as printing reports, documentation, help, etc 



Sample Screen 
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Menus 



Each screen in TFG4000 has various menus available for working with your data. The 
following describes the purpose of each menu and special features. 

Action This menu is for printing screens and for exiting TFG4000. It contains the 
following menu items: 

Print Prints the entire screen in either portrait or landscape mode. 

Print Text Prints only the text currently displayed on the screen in either 
portrait or landscape mode. 

Exit Terminates the TFG4000 session. 



Edit This menu is for performing cut, copy, and paste operations on data. It contains 

the following menu items: 



Cut When you highlight data and use this function, the data is removed from the 
screen and is available in a clipboard for pasting. Holding the "Ctrl" key and 
pressing the "X" key will perform the same operation. 

Copy When you highlight data and use this function, the data is copied into a 

clipboard and is available for pasting. Holding the "Ctrl" key and pressing the 
"C" key will perform the same operation. 

Paste When you position your cursor in a field and use this function, data you have 
previously put into the clipboard using the "Cut" or "Copy" operation will be 
pasted after your cursor. Holding the "Ctrl" key and pressing the "V" key will 
perform the same operation. 



Note: If your keyboard is in "insert mode" the data will not overlay data that follows, but if it 
is not in "insert mode" it will. Press the Insert key on your keyboard to change your insert 
mode to whichever way you prefer. 

View This menu allows you to change the way the TFG4000 screens are presented and 
how you navigate the screens. It contains the following menu items: 



Set Font Size You can choose a font size from 10 to 18. With larger 

font sizes you may have to scroll to see the entire screen. 

Hide Calendar Buttons Toggles whether or not a Calendar button B is displayed 

next to the date fields. 



Flip Tree Position Changes the position of the "NavTree" to either the left or 

the right side of the screen . 

Hide Navigation Tree Hides the "NavTree" from the screen. Click it a second 

time to display the "NavTree" on the screen. 

Note: The dark arrows in the bar between the "NavTree" 
and the main screen perform the same function. 
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GoTo Screen 



Displays the "NavTree" in menu format. You can use tinis 
method to navigate the screens at any time but it is 
particularly useful if you hide the "NavTree". 



View 1 Reports Documenta 


Set Font Size ► 
Hide Calendar Buttons 
Flip Tree Position 
Hide Navigation Tree 




Goto Screen ► 


Inventory * 


Item Definition 
Bill of Materials 
Inventory Control 




Process/Job Order ► 
System Administration ► 



Reports This menu is only available if there are reports available for the screen 

you are on. There will be various menu items depending on the screen. 

Documentation This menu lets you select the TFG4000 manuals for viewing and 
printing. 

Help This menu provides help about the screen you are on and information 

about TFG4000. It contains the following menu items: 

Screen Help Displays information about the screen you are on. 

About Displays information about TFG4000. 
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Buttons & Icons 



Each screen in TFG4000 has various buttons available for worl<ing with your data. The 
following describes the purpose of each button and special features. It also explains other 
icons you may see on the screens. 

Toolbar Buttons 

Use the following buttons to perform TFG4000 application tasks. The buttons displayed 
change with the screen you are working with. 



Going back screens p 

Use this button to return to your previous screen. You can go back up to ten screens. 



Cutting, copying, and pasting text | ^ % @ | 

You can use "Cut" and "Paste" to move selected text. You can use "Copy" and "Paste" to copy 
selected text and paste the copy in another place. "Cut", "Copy", and "Paste" can also be 
selected from the "Edit" menu. 



Worthing with data LBJ H x ^ ► i=a 

You can erase, open, save, add, delete, get previous or next, copy, print, and refresh data by 
using these buttons: 

Erase This button clears data from the screen. It does not update any data; it 

merely clears the data away to make it easier for you to enter something else. 
It is particularly useful for resetting summary screens for a new search. 

1^ Open This button retrieves data that has been previously saved for viewing and/or 
modifying. The "Enter" key executes this button by default. 

Q Save This button stores modified data. If you change existing data and do not click 
this button, the system prompts you to do so. 

ii] Add/New This button adds new definitions. The use of this button is required on 
definition screens. 

X Delete This button deletes previously stored data. On some screens the "Delete" 
button deletes related data in addition to the data currently displayed. On 
other screens only the data displayed is deleted. 

i Previous This button retrieves data that alphabetically precedes the currently displayed 
data. 

► Next This button retrieves data that alphabetically follows the currently displayed 
data. 

1^ Copy This button copies data from one place to another. On screens indicated as 
"definition" screens, it copies related data in addition to the data currently 
displayed. On all other screens, only the data displayed is copied. 

S Print This button sends your document to the printer to be printed. 

£j Refresh This button rebuilds the data on the screen. 
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Screen Buttons 



Throughout the screens are buttons that perform functions. 



Search This button is for finding data you have already entered. When you click this 
button a search box pops up. 

Calendar This button provides a pop-up calendar for selecting dates. You can choose 
the month and the year, and then double-click on the date you desire. Click 
"Today" to re-position the calendar on the current date. Click "Cancel" if you 
decide not to select a date. Dates can be entered without using the "Calendar" 
button if desired. Manually entered dates are verified so a pop-up appears 
prompting you to correct a date if it is invalid. 

T Dropdown This button provides a "dropdown" list of pre-defined values from various fields 
that have this button next to it. If you click on one of the values from the 
dropdown list, that value will appear in the adjacent field. 

Table Buttons 

^ GoTo/ This button is for either transferring to another screen or for selecting data. 
Selection When you right-click on this button, it displays a menu of related screens 

and/or a menu of selection activities. To transfer to another screen, click on 
the screen you desire and that screen is displayed with the appropriate keys 
already filled in. To select data, such as a component or inventory location, 
click the action you want. 



Example: 



Goto Item Definition 



Goto Bill of Materials Definition 



[1^ Properties This button is located at the lower left corner of each table. It allows you to 
edit the layout or properties of the table. 

H= Add This button appears in the lower right corner of modifiable tables so that you 
Rows can put more empty rows on the screen for adding data to the table. If you 
are trying to enter another row in a table and there are not any blank rows to 
use, click the "Add Rows" button. 



4 Scroll to the Left 

► Scroll to the Right 

^ Scroll Up 

T" Scroll Down 

I Scroll Bottom 

X Scroll Top 

\^ Scroll Left 

H Scroll Right 



This button a 
This button a 
This button a 
This button a 
This button a 
This button a 
This button a 
This button a 



lows you to scrol 
lows you to scrol 
lows you to scrol 
lows you to scrol 
lows you to scrol 
lows you to scrol 
lows you to scrol 
lows you to scrol 



to the left of the table, 
to the right of the table, 
up the table, 
down the table. 

to the very bottom of the table, 
to the very top of the table, 
to the very left of the table, 
to the very right of the table. 



12 



Information Icons 



Icons on the screen show properties about the field. 

P Numeric This icon in the upper left corner of a field indicates that the field is for a 

numeric value. You are able to enter only numbers, commas, and decimals in 
fields containing this icon. 

*J Key This icon to the left of a field indicates that the field is a l<ey field and is 

required for this screen. 

^ Required If you try to display or save data without entering a required field, this 
checkmark icon is displayed next to the missing field. 
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Performing Searches 



There are two types of searches in TFG4000. The first is a "Search" associated with a field 
on the screen. The second is a "Search Pop-up". A search pop-up is found on tables. They 
are similar in appearance, however, they have different functionality. For example a "Search 
Pop-up" can load multiple table rows to the screen at one time. 

Search Screen 

Below is an example of a search screen that may be used to locate information already 
entered into the system, and/or to automatically populate the fields on the screen that you 
are currently viewing or editing. By moving your cursor over the column headers, you can 
move the columns into different places on the screen so that the values are in varying order 
from the default layout. In addition, you also have the option to retain search parameters by 
checking the box located next to "Retain Search Parameters". This option allows you to save 
the search parameters you used for future searches. 



Example Only: 



* Search ■ 






Searciifor Bern Numbers 








Search Criteria 
















|~ Retain These Search Parameters 






Find Item Numbers ti^at l^tartwith 


" || Bookcase 










1 : search :| Cancel 


1 Print 1 








IteiTijPart 


Description 


Type 


Unit of Measure 


BOOKCASE, 48" 


46" Wooden Bookcase 


Assembly 


Each 


BOOKCASE, 80" 


80" Wooden Bookcase 


Assembly 


Each 


BOOKCASE, 84" 


84" Wooden Bookcase 


Assembly 


Each 










3 records found 



Using the Search Screen 

1. Click the Search button located directly next to the field you want to search. 

2. Select one of the search choices using the dropdown. The default is "start with". 

3. Enter all or part of the value you want to search with. You may leave the search 
field blank to return all applicable records in the database. If there is a value in 
the screen field you are searching on, it will be copied to the search field. You can 
change the search field value on the "Search" screen. 

4. Click the Search button [E^^li]. 

5. Double click on the row you desire to load the information to the main screen. 
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Printing tlie Search Results 



To print the searcin results, use tinese steps: 

1. Click the Print button P"nt | on the "Search" screen. 

2. Type or select the appropriate formatting options in the dialog box and then click 
"OK" to print the report. 

Search Pop-Up Screen 



Below Is an example of a search pop-up screen that may be used to locate information 
already entered into the system, and/or to automatically populate the fields on the screen 
that you are currently viewing or editing. By moving your cursor over the column headers, 
you can move the columns into different places on the screen so that the values are in 
varying order from the default layout. To select just one entry, double-click on It to populate 
the fields on your screen. To select more than one, hold down the "Control" key while you 
click on the remaining selections with your mouse, then click "Load to Screen" to populate 
the information. To select all, click "Select AM" and then "Load to Screen" to load all of the 
information to the screen. 



Example Only: 



^Search Pop-up 



Search Criteria 

Find Values that 



[start with 

Do Search Cancel 



3r 



jHARDWARE PACK/ 
MipD_LE SHELF , 36" 
TOP SHELF, 36" 



'48" Wooden Bookcase 

Hardware for 36" Bookcase 
_ 36^Midclle Shelf for Bcol^oase 
|36" Top Shell for Bookcase 



Unit of Measure 



Each 



Purchased Part 



Select All J Load to Screen | Cancel 

5 records found 



Using the Search Pop-Up Screen 

1. Click the GoTo/Selection button^ in the row you want to search. 

2. Select one of the search choices using the dropdown. The default is "start with". 

3. Enter all or part of the value you want to search with. You may leave the search 
field blank to return all applicable records in the database. 

4. Click the "Do Search" button d° search | . 

5. Double-click on the row you desire to load the information to the main screen. 
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Printing Reports 



You can print reports by using the "Reports" menu located just above tine toolbar. If 
"Reports" is faded gray, then there are no reports available for that screen. Some of the 
reports available are: 

Inventory Management 

Item Definition: Item Summary List, Item Price Summary 



Bill of Materials: Single Level Explosion, Multiple Level Explosion, Single Level 
Where Used, Multiple Level Where Used, Explosion Summary Report, Where Used 
Summary Report, Priced Explosion, Summarized Cost Explosion Report 

Inventory Control: Inventory Cost Report, Inventory Cost Report by Location, 
Inventory Transaction History, Shelf-life Summary List, Inventory Summary List 



To print a report, simply follow these steps: 



1. Click on "Reports" above the toolbar. A menu will dropdown indicating which 
reports can be generated from that screen. Click on the report name. 

2. A status window will appear showing that the system is generating the report. 

3. You will then see your report displayed on the screen with this toolbar at the top: 



Report Options 



Page Setup 



Print 



Preview 



Excel 



Refresh 



Revert 



Report Options has two tabs: Visibility Options & Printing Options. Adjust the settings to 
your specifications and then click "OK". 

Page Setup allows to adjust page settings. Once finished adjusting the settings, click "OK". 

Print allows you to select printer settings and print your report. Once finished with settings, 
click "OK" to print the report. 

Preview allows you to preview your report layout before you actually print. Once finished 
previewing, click "Close". 

Excel allows you to save your report as an Excel document. Once finished naming and 
specifying where to save your report, click "Save". 

Refresh allows you to rerun the report. 



Revert allows you to discard all layout changes and revert to default settings. Simply click 
either "Yes", or "No". 
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Item Definition 



What is an Item? 

An item can be sonnetlning having material existence or it can be a service or other support 
type function. Within TFG4000, you have the capability of defining each Item uniquely. 
Unique Identification of an Item is possible by the use of both alphabetic and numeric 
characters, which can be combined into discrete units. 

TFG4000 allows you to create these item definitions by the use of fields that describe each 
item . 



S TFG4000 ItemDetail 




E 


mm 


Action Edit View 


Documentation Help 




<«■ 


1 X ife g 1 








TFG 




fcf Item Definition j item Information | Item Summary ] Price Summary | 










k4 NavTree 




^Current Item 






^ Inventory 




, Item/Part: '?||oai #l| Type: Assembly 


d«l 










Description: | #l| Unit of Measure: |Each 








► Bill of Materials 

► Inventory Control 




Product Group: 1 Status: |Active 








V Process/Job Order 
















B-ei Sales Orders 




Current Data 




a....( 


5 Material Scheduling 




Drawing Number: | Sales: jwot Resale 


d 




□ p System Administrstion 
► User Control 




Commodity: | S4| item Level: \boQ 






- ► Location Control 










— Dropdown Control 
► System Variables 




, Price Data 








Gross: f .□□ Discount Percent: ^ o 






► Database Definitions 




Discount: f .□□ Item Cost: f 


□ . □□□ 






- ► Serial Numbers 
■ ► Utility Cont-ol 




Net: r -00 






- ► Welcome 














Message: Item 001 with Price Data Displaved 














WavTree 1 Trees | 




MItem Definition | Bill of Materials] Inventory | 
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Item Definition Screens 



"Item Definition" consists of four tabbed screens that are used to enter and maintain item 
data. Each screen is used for specific purposes to aid in the entry and maintenance of 
inventory items. 

Item Definition 

This screen allows you to enter and maintain data for an individual item . If you are 
maintaining pricing data for multiple items, you should consider using the "Price 
Summary" screen. 

Item Information 

This screen allows you to enter text that you wish to maintain concerning an item. 
For example, you could enter text information for an item that is too long or detailed 
for the "Description" field. You can also attach references to external documents, 
including electronic documents such as spreadsheets, drawings and word processor 
documents, references to physical documents such as books and maps, and 
references to URL's for web sites. 

Item Summary 

This screen Is used to display "Item/Part" entries for all items. The two tabs at the 
top of the table allow you to display the fields located on the "Item Definition" screen. 
Each row in the table represents one Item with Its associated data. 

Price Summary 

This screen can be used to display and maintain pricing data for items which have 
pricing data. Items without pricing data are not displayed. The two tabs at the top of 
the table allow you to display the fields located on the "Item Definition" screen. Each 
row In the table represents one item with its associated pricing data. 
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Item Definition Screens Explained 



Item Definition Screen 

This screen allows you to enter and maintain data for an individual item . If you are 
maintaining pricing data for multiple items, you should consider using the "Price Summary" 
screen. This screen allows you to enter and maintain data for an Individual Item. An Item 
can be defined as a service, raw material, assembly, etc. 



Current Item Group 
Field 

Item/Part 



Explanation 

A unique Identifier assigned to each item. It Is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Type 



Description 



Unit of Measure 



Product Group 
Status 

Current Data Group 
Field 

Drawing Number 



The type helps further define an item by giving it a 
classification. A dropdown list of values Is provided for 
your convenience. You can use those values or define 
your own using the "Dropdown Control" screen under 
"System Administration". Some examples of types are: 
"Assembly" something you build, "Service" for a service 
you provide, "Tool" for something you use in your 
operation. 

Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 

Defines how the Item is counted or measured. A 
dropdown list of values Is provided for your convenience. 
You can use those values or define your own using the 
"Dropdown Control" screen under "System 
Administration". Some examples of units of measure are 
"Ounce", "Pound", "Hour". 

A user defined field for grouping items together. It can 
be used to group items together so they can be located 
based on their grouping. 

Specifies whether the item or part Is active or inactive. 



Explanation 



This can be an engineering or design drawing associated 
with the Item. 



Sales 



Identifies whether or not the associated Item Is for sale. 
Some items can be a part of a larger Item and are not for 
sale individually. 
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A term that can be applied to groups of items tinat are 
similar in some way. This field is normally used for 
purchasing data; for example, different types of bird seed 
stocked by a store. 

The level within a Bill of Materials where an item is used. 

On the "Item Definition" screen, this will be the lowest 
level at which the item appears on any Bill of Materials. 



Explanation 

Basic price for an item before any discounts or surcharges 
are applied. 

Discount percentage applied to the Gross price to 
determine the Net Price; for example, a gross price of 
10.00 with a discount percent of 10 would result In a net 
price of 9.00 (10.00 x 10% = 1.00; 10.00 - 1.00 = 9.00). 
If Discount Percent is zero and Discount has a value other 
then zero, then the "Discount" field was updated directly 
with an absolute amount. 

Discount amount to be subtracted from the Gross price to 
determine the Net price. If a value is entered in this 
field, it overrides the percent amount entered in the 
"Discount Percent" field if both are entered. If an 
absolute discount amount is entered the "Discount 
Percent" field will be set to zero. 

The amount required to manufacture, purchase, or 
perform the services represented by an item. 

Net price for an item after any discount is applied. This 
value is calculated from the Gross amount and the 
Discount amount, as Gross minus Discount, and is not an 
input field. 



Displays information about the current status of the 
screen. 



20 



Accessing the Item Definition Screen 

1. Click the plus (" + ") next to "Inventory" or double-click^ "Inventory" in the 
"NavTree". 

-or- 

Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Item Definition". The Item Definition screen is then displayed. 

3. If there is an item or part number In the "Item/Part" field, the item definition for 
that item is displayed on the main screen. 

Using tlie Item Definition Screen 

Use these procedures to erase the screen, display, update, add, delete, display the previous, 
and display the next item/part. 

Erasing the Screen 

To erase the data from the screen click the Erase button_^ located on the toolbar. 

Note: Erasing the screen does not cause any data to be lost; it is merely a way to clean the 
screen in preparation for another operation. 

Displaying an Existing Item 

To display an item, perform the following steps: 

1. Enter an item or part number in the "Item/Part" field. 

2. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

3. The item or part number is displayed on the main screen, 
-or- 

1. Use the search button next to the "Item/Part" field, the "Description" field, the 
"Product Group" field, the "Type" field, the "Status" field, the "Drawing Number" 
field, or the "Commodity" field to select an item number. 

2. Double-click on the "Item/Part" you would like to display in the "Search" screen 
table. 

3. The item or part number is displayed on the main screen. 
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Updating an Existing Item 

To update an existing item or part, perform tine following steps: 

1. Display the item or part number you wish to change. See "Displaying an Existing 
Item" above. 

2. Change the desired information on the screen. 

3. When done, click the Save button Q located on the toolbar. 

Adding a New Item 

To add an Item, perform the following steps: 

1. Click the Erase button located on the toolbar to clear the screen. 

2. Enter a new item or part number in the "Item/Part" field. This number must be a 
unique item or part number. The "Item/Part" field is required. 

4. Enter data in any of the other fields you desire, these fields are optional. 

5. When done, click the Add/Save As button ^[i] located on the toolbar, 
-or- 

1. Display an existing item or part number. See "Displaying an Existing Item" above. 

2. Change the item or part number in the "Item/Part" field to a new value. 

3. Change any of the other fields you desire, these fields are optional. 

4. When done, click the Add/Save As button ^[i] located on the toolbar. 

Tip: The second procedure above can be used to copy an item or part to a new item or 
part number. 

Deleting an Existing Item 

To delete an existing item or part, perform the following steps: 

1. Display the item or part number you wish to delete. See "Displaying an Existing 
Item" above. 

2. Click the Delete buttonX located on the toolbar. 

3. Click the "Yes" button on the "Confirm Action" pop up message. If you do not 
want to delete the item or part click "No" on the "Confirm Action" pop up message. 

Note: Once an item or part number is deleted, it can no longer be displayed or updated. 
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Displaying tlie Previous Item 

To display the item tinat precedes tine item currently displayed, perform the following steps: 

1. Click the Previous button i located on the toolbar. 

2. The previous item or part number is displayed on the main screen. 

Displaying the Next Item 

To display the item that follows the item currently displayed, perform the following steps: 

1. Click the Next button ► located on the toolbar. 

2. The next item or part number is displayed on the main screen. 

Tip: You can use the Next button ► as a convenient way to locate the first record in the 
database. Start by erasing the screen using the Erase button , then click the Next 
button ► . 



23 



Item Information Screen 



This screen allows you to enter text that you wish to maintain concerning an itenn. For 
example, you could enter text information for an item that is too long or detailed for the 
"Description" field. You can also attach references to external documents, including 
electronic documents such as spreadsheets, drawings and word processor documents, 
references to physical documents such as books and maps, and references to URL's for web 
sites. You can use the GoTo/Selection button ^ in the table to display an electronic 
external document. 



Current Item Group 
Field 

Item/Part 



Explanation 



A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Description 

Text Type Table 
Colu m n 

Row 

Text Type 



Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 



Explanation 



The line number of the row in the table. 

A designation for the type of information stored. A 
dropdown list of values is provided for your convenience. 
You can use those values or define your own using the 
"Dropdown Control" screen under "System 
Administration". Some examples of text types are "Note' 
and "Print". 



Delete 



This is a checkbox to indicate you want to delete a text 
record . 



Text Table 
Colu m n 

Text 



Explanation 



This is where you enter text information or view text that 
has already been entered. This is the large open area on 
the main screen. 



Reference Table 
Colu m n 

Row 



Explanation 

The line number of the row in the table. 
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Reference Type A designation for the type of reference stored. A 

dropdown list of values Is provided for your convenience. 
You can use those values or define your own using the 
"Dropdown Control" screen under "System 
Administration". Some examples of reference types are 
"Note" and "Print". 



Reference File 



Directory and file name for an electronic reference, URL 
for a website, or description of where to find a physical 
reference. An electronic reference can be a spreadsheet, 
a wordprocessor document, or a text file. A physical 
reference can be the name of a book with the page 
number. 



Delete 



This Is a checkbox to indicate you want to delete a text 
record. 



Message Line 

Message 



Displays information about the current status of the 
screen including error messages. 



Accessing the Item Information Screen 

1. Click the plus (" + ") next to "Inventory" or double-click'^^ "Inventory" In the 
"NavTree". 



-or- 



Cllck on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Item Definition". The Item Definition screen Is then displayed. 

3. If there is an Item or part number In the "Item/Part" field, the Item definition for 
that item is displayed on the main screen. 

4. Click the "Item Information" tab at the top of the main screen. 

5. If there is an item or part number In the "Item/Part" field, the text types and 
reference information for that Item are displayed on the main screen. 
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Using the Item Information Screen 

Use these procedures to display, update, add, delete, display the previous, and display the 
next Item Infornnation or references. 



Displaying Existing Item Information and References 

To display Item Information or references, perform the following steps: 

1. Enter an Item or part number In the "Item/Part" field. 

2. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

3. The text types and references for the item or part number are displayed on the 
main screen. 

4. To display Item Information text, click the "Text Type" column of the Text Type 
table for the row you want to display. Use the scroll bar on the right to display 
more rows If necessary. 

5. The text will be displayed in the Text table. 

6. The reference Information Is displayed In the Reference table. Use the scroll bar 
on the right to display more rows If necessary. 

7. To view electronic references, right click on the reference you would like to 
display. Choose "Goto External Application" from the menu. 

-or- 

1. Use the search button next to the "Item/Part" field, or the "Description" field to 
select an Item number. 

2. Double-click on the "Item/Part" you would like to display In the "Search" screen 
table. 

3. The text types and references for the item or part number are displayed on the 
main screen. 

4. To display Item Information text, click the "Text Type" column of the Text Type 
table for the row you want to display. Use the scroll bar on the right to display 
more rows If necessary. 

5. The text will be displayed in the Text table. 

6. The reference Information Is displayed In the Reference table. Use the scroll bar 
on the right to display more rows If necessary. 

7. To view electronic references, right click on the reference you would like to 
display. Choose "Goto External Application" from the menu. 
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Updating Existing Item Information 

To update existing item information, perform tine following steps: 

1. Display the item or part number you want to change. See "Displaying Existing 
Item Information" above. 

2. Click the "Text Type" column of the Text Type table for the row you want to 
update. 

3. Change the desired Information in the Text table. 

4. Once finished, click the Save button Q located on the toolbar. 
Note: You can update Item Information and References at the same time. 

Updating Existing Item References 

To update existing item references, perform the following steps: 

1. Display the item or part number you want to change. See "Displaying Existing 
Item Information" above. 

2. Enter the new reference In the "Reference File" column of the Reference table 
for the row or rows you wish to update. 

-or- 

For an electronic reference, right click the reference you want to update. 
Choose "Select External File". Select the file you want and click the Open 
button . 

3. Once finished, click the Save button Q located on the toolbar. 
Note: You can update Item Information and References at the same time. 
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Adding Item Information 

To enter item information, perform tine following steps: 

1. Display the item or part number you want to change. See "Displaying Existing 
Item Information" above. 

2. Click an empty row in the Text Type table. If there are no empty rows click 
the Add Rows button H= In the lower right corner of the table. 

3. Type the first letter of the text type you want (type the letter multiple times if 
there is more than one type that begins with the same letter). 

-or- 

Using the dropdown list, select the Text Type in the "Text Type" column of the 
Text Type table. 

4. In the Text table, enter any information that is pertinent to the respective 
item. You may enter as much or as little information as you desire. 

5. Once finished, click the Save button Q located on the toolbar. 
Note: You can add Item Information and References at the same time. 

Adding Item References 

To enter item references, perform the following steps: 

1. Display the item or part number you want to change. See "Displaying Existing 
Item Information" above. 

2. Click an empty row In the Reference table. If there are no empty rows click the 
Add Rows button H= In the lower right corner of the table. 

3. Type the first letter of the reference type you want (type the letter multiple times 
if there is more than one type that begins with the same letter). 

-or- 

Using the dropdown list, select the Reference Type in the "Reference Type" column 
of the Reference table. 

4. Enter the reference In the "Reference" column, 
-or- 

For an electronic reference, right click the reference you want to update. Choose 
"Select External File". Select the file you want and click the Open button. 

5. Once finished, click the Save button Q located on the toolbar. 
Note: You can add Item Information and References at the same time. 
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Deleting Existing Item Information and References 

To delete existing item information and references, perform tine following steps: 

1. Display the item or part number that has the information text and/or reference 
you want to delete. See "Displaying Existing Item Information" above. 

2. To delete text information, click the checkbox jQ in the "Delete" column of the 
Text Type table for the row you want to delete. You may select more then one 
row to be deleted at one time. Click the checkbox again to remove the deletion 
flag. 

3. To delete reference information, click the checkbox H in the "Delete" column of 
the Reference table for the row you want to delete. You may select more then one 
row to be deleted at one time. Click the checkbox again to remove the deletion 
flag. 

4. Once finished, click the Save button Q located on the toolbar. 

Note: Once item information is deleted, it can no longer be displayed or updated. 



Displaying the Previous Existing Item Information and References 

To display the item information and references that precede the item information currently 
displayed, perform the following steps: 

1. Click the Previous button 4 located on the toolbar. 

2. The previous item's information and references are displayed on the main screen. 



Displaying the Next Existing Item Information and References 

To display the item information and references that follow the item information currently 
displayed, perform the following steps: 

1. Click the Next button ► located on the toolbar. 

2. The next item's information and references are displayed on the main screen. 

Tip: You can use the Next button ► as a convenient way to locate the first record in the 
database. Start by blanking out the "Item/Part" field, then click the Next button ► . 
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Item Summary Screen 



This screen is used to display "Item/Part" entries for all items. The two tabs at the top of the 
table allow you to display the fields located on the "Item Definition" screen. Each row in the 
table represents one item with its associated data. 



Selection Criteria Group 
Field 

Item /Pa rt 



Explanation 

This field is for entering all or part of an Item Number to 
select the items to be displayed. Leave this field blank to 
select all items. 



Type 



Description 



Sales 



Number of Items to Display 



This field Is for choosing the type of Items to be 
displayed. Choose "AM" to select all item types. A 
dropdown list of values is provided for your convenience. 

This field is for entering all or part of an Item Description 
to select the items to be displayed. Leave this field blank 
to select all descriptions. 

This field Is for choosing If you want sales Items or non- 
sales Items to be displayed. Choose "All" to select all 
sales types. A dropdown list of values is provided for 
your convenience. 

Controls the number of database rows to retrieve during 
the query. The default value Is 25. The more rows 
retrieved, the longer it takes the query to complete. Use 
the selection criteria to help control the number of rows 
retrieved. 



Commodity 



This field is for entering all or part of a commodity to 
select the items to be displayed. Leave this field blank to 
select all commodities. 



Summary Table (Primary and Secondary tabs) 
Column Explanation 



Row 



The line number of the row in the table. 



Item/Part 



A unique Identifier assigned to each Item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Description 



Type 



Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 

The type helps further define an item by giving it a 
classification. Some examples of types are: "Assembly" 
something you build, "Service" for a service you provide, 
"Tool" for something you use in your operation. 
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Unit of Measure 



Defines Inow the item is counted or measured. Some 
examples of units of measure are "Ounce", "Pound", 
"Hour". 



Sales Item 



Identifies whether or not the associated Item Is for sale. 
Some Items can be a part of a larger Item and are not for 
sale Individually. 



Com modlty 



A term that can be applied to groups of Items that are 
similar in some way. This field is normally used for 
purchasing data; for example, different types of bird seed 
stocked by a store. 



Drawing 



This can be an engineering or design drawing associated 
with the Item . 



Message Line 



Message 



Displays information about the current status of the 
screen including error messages. 



Accessing the Item Summary Screen 

1. Click the plus (" + ") next to "Inventory" or double-click'^ "Inventory" In the 
"NavTree". 



Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Item Definition". The Item Definition screen Is then displayed. 

3. If there is an Item or part number In the "Item/Part" field, the Item definition for 
that item is displayed on the main screen. 

4. Click the "Item Summary" tab at the top of the main screen. 

5. If there is a complete or partial Item/Part number In the "Item/Part" field, then 
those items matching the selection are displayed in the Summary table on the 
main screen. 



-or- 
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Using the Item Summary Screen 
Displaying Item Summaries 

To display an item summary, perform the following steps: 

1. If desired, enter all or part of an item or part number in the "Item/Part" field. You 
can leave the "Item/Part" field blank to select all items. 

2. Enter or select values in the other selection criteria fields as desired. 

3. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

4. The item summary results are displayed in the Summary table on the main 
screen. 

5. If the record you are looking for is not displayed in the table, either increase the 
"Number of Items to Display" or change the selection criteria. 

-or- 

1. Use the search button next to the "Item/Part" field, the "Description" field, or 
the "Commodity" field to select an item number. 

2. Double-click on the "Item/Part" you would like to display in the "Search" screen 
table. 

3. The item summary results are displayed in the Summary table on the main 
screen. 

4. Enter or select values in the other selection criteria fields as desired. 

5. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

6. The new item summary results are displayed in the Summary table on the main 
screen. 

7. If the record you are looking for is not displayed in the table, either increase the 
"Number of Items to Display" or change the selection criteria. 
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Price Summary Screen 



This screen can be used to display and maintain pricing data for items which have pricing 
data. Items without pricing data are not displayed. The two tabs at the top of the table 
allow you to display the fields located on the "Item Definition" screen. Each row in the table 
represents one item with its associated pricing data. 



Selection Criteria Group 
Field 

Item/Part 



Explanation 



This field is for entering all or part of an Item Number to 
select the items to be displayed. Leave this field blank to 
select all items. 



Type 



Description 



Sales 



Number of Items to Display 



This field is for choosing the type of items to be 
displayed. Choose "All" to select all item types. A 
dropdown list of values is provided for your convenience. 

This field is for entering all or part of an Item Description 
to select the items to be displayed. Leave this field blank 
to select all descriptions. 

This field is for choosing if you want sales items or non 
sales items to be displayed. Choose "AH" to select all 
sales types. A dropdown list of values is provided for 
you r con ven ience. 

Controls the number of database rows to retrieve during 
the query. The default value is 25. The more rows 
retrieved, the longer it takes the query to complete. Use 
the selection criteria to help control the number of rows 
retrieved. 



Com modity 



This field is for entering all or part of a commodity to 
select the items to be displayed. Leave this field blank to 
select all commodities. 



Discount Percent 



This field is for mass update of discount percentages. It is 
used to Update all rows that are displayed in the 
Summary table below. When the Save button Q is 
clicked the percentage in this field overrides any Discount 
Percent and Discount Amounts that were updated in the 
Table rows below. 



Summary Table (Primary and Secondary tabs) 
Column Explanation 

Row The line number of the row in the table. 



Item/Part 



A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 
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Gross Price 
Discount Percent 



Discount Amount 



Net Price 

Commodity 

Description 
Type 

Unit of IMeasu re 
Sales Item 

Message Line 

i^essage 



Basic price for an item before any discounts or surcliarges 
are applied. 

Discount percentage applied to the Gross price to 
determine the Net Price; for example, a gross price of 
10.00 with a discount percent of 10 would result in a net 
price of 9.00 (10.00 x 10% = 1.00; 10.00 - 1.00 = 9.00). 
If Discount Percent is zero and Discount has a value other 
then zero, then the "Discount" field was updated directly 
with an absolute amount. 

Discount amount to be subtracted from the Gross price to 
determine the Net price. If a value is entered in this 
field, it overrides the percent amount entered in the 
"Discount Percent" field if both are entered. If an 
absolute discount amount is entered the "Discount 
Percent" field will be set to zero. 

Net price for an item after any discount is applied. This 
value is calculated from the Gross amount and the 
Discount amount, as Gross minus Discount, and is not an 
input field. 

A term that can be applied to groups of items that are 
similar in some way. This field is normally used for 
purchasing data; for example, different types of bird seed 
stocked by a store. 

Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 

The type helps further define an item by giving it a 
classification. Some examples of types are: "Assembly" 
something you build, "Service" for a service you provide, 
"Tool" for something you use in your operation. 

Defines how the item is counted or measured. Some 
examples of units of measure are "Ounce", "Pound", 
"Hour". 

Identifies whether or not the associated item is for sale. 
Some items can be a part of a larger item and are not for 
sale individually. 



Displays information about the current status of the 
screen including error messages. 
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Accessing the Price Summary Screen 

1. Click the plus (" + ") next to "Inventory" or double-click'^ "Inventory" in the 
"NavTree". 

-or- 

Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Item Definition". The Item Definition screen is then displayed. 

3. If there is an item or part number In the "Item/Part" field, the item definition for 
that item is displayed on the main screen. 

4. Click the "Price Summary" tab at the top of the main screen. 

5. If there is a complete or partial Item/Part number in the "Item/Part" field, then 
those items matching the selection are displayed in the Summary table on the 
main screen. 
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Using the Price Summary Screen 
Displaying Price Summaries 

To display a price summary, perform the following steps: 

1. If desired, enter all or part of an item or part number in the "Item/Part" field. You 
can leave the "Item/Part" field blank to select all items. 

2. Enter or select values in the other selection criteria fields as desired. 

3. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

4. The price summary results are displayed in the Summary table on the main 
screen. 

5. If the record you are looking for is not displayed in the table, either increase the 
"Number of Items to Display" or change your selection criteria. 

-or- 

1. Use the search button next to the "Item/Part" field, the "Description" field, or 
the "Commodity" field to select an item number. 

2. Double-click on the "Item/Part" you would like to display in the "Search" screen 
table. 

3. The price summary results are displayed in the Summary table on the main 
screen. 

4. Enter or select values in the other selection criteria fields as desired. 

5. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

6. The new item summary results are displayed in the Summary table on the main 
screen. 

7. If the record you are looking for is not displayed in the table, either increase the 
"Number of Items to Display" or change your selection criteria. 
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Bill of Materials 



What is a Bill of Materials (BOM)? 

structure - A Bill of Materials (BOM) is a series of individual Items that are grouped 
together to create a larger item defined by a specific identifier. For example, a BOM 
could be created for a bird feeder containing all of the Individual parts that are needed 
to build the feeder with the final assembly having the unique BOM assembly identifier. 
Another example could be catering packages where the basic package includes 
minimal services, while a premium package contains the basic package plus additional 
services. 

Level Indicator - A BOM can be created from a series of subassemblies or parts that 
are dependent upon other items (components) being grouped together. If multiple 
items are required, the level In the hierarchy of the BOM Is indicated by the use of a 
level indicator. For example, In our bird feeder, a subassembly Identifier could be 
defined for the bottom of the feeder containing the base, sides, and screws to hold the 
base and sides together. This subassembly identifier would be listed In the BOM, and 
the component parts that are used to create It would be shown as level two. 

BIN of materials are connected by 'links.' Each component Is stand-alone and can be 
used In multiple places. Pointers or links are used to connect Items to create bill of 
materials. Essentially, it means you only have to maintain a component once in the 
database. 



:XTFG40aO BOMSui 



Action Edit View Reports Documentation Help 



i Bill of Materials I Explosion! where Used »* Sum marv ] Priced] Costed] 



|~ Current Item 

Item/Part: "^IIbookcase, 43" 



Description: 
Quantity: 



48" Wooden Bookcase 



Type: |Asser[ibly 

Unit of Measure: 



Summarized Explosion 





Component 


Description 


Quantity 


Unit of 
Measure 


Component 
Tvpe 




1 '"BOTTOM SHELF, 36" C 


36" Bottom shelf for Bookcase 


' 1.000 


Each 


Assembly 




2 HARDWARE PACK, 48" E Hardware for 3B" Bool<case 


'' 1.000 


Each 


Purchased Part 


3 


MIDDLE SHELF. 3B" g 


36" Middle Shelf for Bookcase 


' 2.000 


Each 


Assembly 




4 


TOP SHELF, 36" ^ 


36" Top Shelf for Bookcase 


1.000 


Each 


Assembly 
























































































ow Summarized ExDiosion 13 


S Show Summarized Where Usedl 


hi 







Message: [Query Successful 



Item Definition %«Bill of Materials Inventory 
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Defining a Multi-Level Bill of Materials(BOM) 



The following describes the steps to define a BOM that has several levels of components. 

Overview 

Physical Product 

For a physical product, an assembly is a collection of parts and/or subassemblies which are 
put together. A subassembly Is an assembly which is used at a higher level to make up 
another assembly. Each assembly and subassembly Is given a unique Identifier. 

Subassemblies and parts are generally categorized together as components, and may be 
produced in the same place as the finished product or purchased from vendors. 

A BOM is a listing of all components that go into an assembled product showing the quantity 
of each required to make one assembly. 

The following figure shows a multi-level product tree with subassemblies Z and Q. Q is 
assembled from Items 1 and 4, and Z is assembled from subassembly Q and Item 2. Product 
X is the final assembly of subassembly Z and Items 3 and 5. 




In this example we could be building a bird house where Q is the roof assembly composed of 
Item 1 (wood) and Item 2 (glue). Z is the house assembly that contains the roof assembly Q 
and Item 2 (wood for bottom and sides). Finally, Z is used on the finished bird house with 
item 3 (decorative trim) and Item 5 (birdhouse stand). Perhaps Item 5 is an assembly that is 
purchased already assembled so it would not have a bill of materials like Q and Z which we 
assemble ourselves. 



38 



Service 



For a service, an assembly is a collection of services, materials, and/or subassemblies which 
are needed to complete the service. A subassembly is an assembly which Is used at a higher 
level to make up another assembly. Each assembly and subassembly is given a unique 
identifier. 

Subassemblies and parts are generally categorized together as components. 

A BOM is a listing of all components that go into a service showing the quantity of each 
required to complete the service. 

The following figure shows a multi-level service tree with subassemblies Z and Q. Q Is a 
subassembly that uses Items 1 and 4, and Z consists of Q and Item 2. Service X is the final 
assembly consisting of Z and Items 3 and 5. 



Multi-Level Serive Tree 
X 



Level 0 







5 ^ Level 1 



Level 2 



4 Level 3 




An example of this could be in a catering business where Q is a set of utensils containing 
Item 1, which Is a plastic fork and Item 4 which Is a plastic knife. Z could be a basic catering 
package that includes the utensil set Q and Item 2 which is a cake. X could be a birthday 
party package that includes the basic catering package Z, as well as Item 3 which is a 
balloon and Item 5 which is a clown. 



39 



Bill of Materials Screens 



Bill of Materials consists of five tabbed screens that are used to enter, maintain, and view 
BOM data. Each screen is used for specific purposes to aid In the nnalntenance of BOM's. 

Bill of Materials (BOM) 

Use this screen to create the structure of the BOM. A structure can be created fronn 
the top down, starting with the highest level item identified in the "Item/Part" field. 
Items that make up the structure are then entered into the table with all relevant 
data. You can also create the structure by starting with the lowest level in the BOM, 
and enter the items for that level in the table building from the bottom up. 

Once you have created a BOM structure, you can use this screen to maintain the BOM 
structure. 

The BOM structure Is displayed in a "tree" format on the left side of the screen (select 
the "Tree" tab at the bottom of the display). You can select items in the tree to 
display the item components that make up that item, if any. 

Explosion 

Use this screen to display the Item components from which an item Is composed. You 
can display the data in two different views: 

Single Explosion - Shows the first level components from which an item is 
composed. 

Indented Explosion - Shows the components at all levels from which an item is 
composed. 

Where Used 

Use this screen to display where items are used in bills of material (BOM's). You can 
display the data In two different views: 

Single Wtiere Used - Shows the items that use this component directly. 

Indented Where Used - Shows all the items (by level) that use this component 
either directly or indirectly through other Items. 

Summary 

Use this screen to display the item components only once, with the quantity required 
for the number of units you specify. You can display the data in two different views: 

Show Summarized Explosion - Shows all of the item components from which 
this item is composed in a summarized list. 

Show Summarized Where Used - Shows all of the items where this component 
is used in a summarized list. 
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Priced 



Use this screen to display the accumulated prices of components for the number of 
units you specify, with the pricing data for all of the item components from which this 
item is composed. Displays the item components only once in a "Summarized Price 
Explosion" list with the total price for each item component. 

Costed 

This screen allows you to perform a costed, summarized BOM explosion. It displays 
the cost for the number of units you specify in a "Summarized Cost Explosion" report 
with the total cost for each item component. 



41 



Bill of Materials Screens Explained 



Bill of Materials (BOM) Screen 

Use this screen to create the structure of the BOM. 
is manufactured or a service. 



A structure can represent a product that 



Once you have created a BOI^ structure, you can use this screen to maintain the BOi^l 
structure. 

The BOM structure is displayed in a "tree" format on the left side of the screen (select the 
"Tree" tab at the bottom of the display). You can select items in the tree to display the item 
components that make up that item, if any. 



Current Item Group 
Field 

Item/Part 



Explanation 

A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Type 



Description 



Unit of Measure 



The type helps further define an item by giving it a 
classification. Some examples of types are: "Assembly" 
something you build, "Service" for a service you provide, 
"Tool" for something you use in your operation. 

Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 

Defines how the item is counted or measured. Some 
examples of units of measure are "Ounce", "Pound", 
"Hour". 



Copy To 



Unique identification of the Item/Part number that is 
used to receive the Bill of Material during the Copy Bill of 
Material function. 



Component Table 
Column 



Explanation 



Row 

Component 



The line number of the row in the table. 

Unique identification of an item which is a component of 
another item on a Bill of Materials. This component 
identification is usually found on the Item/Part master, 
but it is not a requirement that the component be on the 
Item/Part master. 



Quantity 



This field is the quantity required for one unit of the 
parent Item/Part. 
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Description Contains information describing tine item . This 

description can be as sinort as an abbreviation or a long 
detailed description of the item. 

Unit of Measure Defines how the item is counted or measured. Some 

examples of units of measure are "Bag", "Carton", "Feet". 

Component Type Information indicating what type of component this is. 

Some examples of component types are "Assembly", 
"Industrial Supplies", "Tool". 

Delete This is a checkbox to indicate you want to delete a 

component from the bill of material. 

Message Line 

Message Displays information about the current status of the 

screen including error messages. 



Accessing the Bill of Material Screen 

1. Click the plus (" + ") next to "Inventory" or double-click'^^ "Inventory" in the 
"NavTree". 

-or- 

Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Bill of Material". The "Bill of Material" screen is then displayed. 

3. If there is an item or part number in the "Item/Part" field, the bill of material for 
that item or part number is displayed on the main screen. 
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Using the Bill of Materials (BOM) Screen 



Use these procedures to erase the screen, display, update, add, delete, display previous, 
display next, and copy bill of material structures. 

Creating a Bill of Materials (BOM) 

Use this screen to create the structure of a bill of materials. A bill of materials may be 
comprised of a series of items that are grouped together to create a larger Item or service. A 
structure can be created from the top down starting with the highest level item identified in 
the "Item/Part" field. Items that make up the product structure are then entered into the 
table with all relevant data. You can also build the structure by starting with the lowest level 
in the bill of materials and enter the items for that level in the table building bottom up. For 
your convenience, there is a "Tree" that appears on the lefthand side of the BOM screen so 
you can see the product structure as you build it. To view the application tree instead, click 
on the tab at the bottom that reads "NavTree". 

Erasing the Screen 

To erase the data from the screen click the Erase button_^ located on the toolbar. 

Note: Erasing the screen does not cause any data to be lost; it is merely a way to clean the 
screen in preparation for another operation. 



Displaying a Bill of Material 

To display a bill of material, perform the following steps: 

1. Enter an item or part number in the "Item/Part" field. 

2. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

3. The bill of material is displayed on the main screen, 
-or- 

1. Use the search button next to the "Item/Part" field, the "Description" field to 
select an item number. 

2. Double-click on the "Item/Part" you would like to display in the "Search" screen 
table. 

3. The bill of material is displayed on the main screen. 
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Updating an Existing Bill of Material 



To update an existing bill of material, perform the following steps: 

1. Display the bill of material you wish to change. See "Displaying a Bill of Material" 
above. 

2. In the Component table, enter or select the desired information. You can use the 
Goto/Selection button ^ to select a component. The "Description", "Unit of 
Measure", and "Component Type" columns are filled in when you select an item. 

-or- 

To delete a component from the bill of material, click the checkbox P in the 
"Delete" column of the component table. 

3. When done, click the Save button Q located on the toolbar. 



Adding a New Bill of Material 

To add a new bill of material, perform the following steps: 

1. Display the item for which you wish to build a new bill of material. See 
"Displaying a Bill of Material" above. 

2. In the Component table, enter or select the desired information. You can use the 
Goto/Selection button ^ to select a component. The "Description", "Unit of 
Measure", and "Component Type" columns are filled in when you select an item. 

3. When done, click the Add/Save As button located on the toolbar. 



Deleting a Bill of Material 

To delete a bill of material, perform the following steps: 

1. Display the bill of material you wish to change. See "Displaying a Bill of Material" 
above. 

2. Click the Delete buttonX located on the toolbar. 

3. Click the "Yes" button on the "Confirm Action" pop up message. If you do not 
want to delete the bill of material, click "No" on the "Confirm Action" pop up 
message. 

Note: Once a bill of material is deleted, it can no longer be displayed or updated. 



Displaying the Previous Bill of Material 

To display the bill of material that precedes the bill of material currently displayed, perform 
the following steps: 

1. Click the Previous button i located on the toolbar. 

2. The previous bill of material is displayed on the main screen. 
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Displaying tlie Next Bill of Material 

To display the bill of material that follows the bill of material currently displayed, perform the 
following steps: 

1. Click the Next button ► located on the toolbar. 

2. The next bill of material Is displayed on the main screen. 

Tip: You can use the Next button ► as a convenient way to locate the first record In the 
database. Start by erasing the screen using the Erase button , then click the Next 
button ► . 

Copying a Bill of Materials 

Use this procedure to copy a bill of materials from one item to another. The item to which 
you are copying the bill of material (the target item) must be defined in "Item Definition" 
before a copy can be performed. 

1. Display the bill of material you wish to copy. See "Displaying a Bill of Material" 
above. 

2. Type the target item in the "Copy To" field 

3. Click the Copy To button Hg| located on the toolbar. The bill of material displayed 
is copied to the target item. 

4. If the target item already has a bill of material you will see a pop-up that says 
"The Copy To Item already has a Bill of Material, do you want to replace it?" If you 
click "Yes", the bill of material for the "Copy To" item will be deleted and replaced 
with the bill of material from the item/part displayed and the screen will display 
the new "Copy To" item bill of material. If you click "No", the operation is 
cancelled. 
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Explosion Screen 



Use this screen to display the item components from which an item Is composed. You can 
display the data in two different views: 

Single Explosion - Shows the first level/immediate components from which an 
item is composed. 

Indented Explosion - Shows the components at all levels from which an item is 
composed. 

Current Item Group 

Field Explanation 



Item/Part 



A unique Identifier assigned to each item. It is the main 
l<ey for all other Item data. The Identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Type 



Description 



Unit of Measu re 



The type helps further define an item by giving It a 
classification. Some examples of types are: "Assembly" 
something you build, "Service" for a service you provide, 
"Tool" for something you use In your operation. 

Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 

Defines how the item Is counted or measured. Some 
examples of units of measure are "Bag", "Carton", "Feet". 



Component Table (Components and Description tabs) 
Column Explanation 



Row 



The line number of the row in the table. 



Level 



A number indicating the level at which the component is 
found in this Bill of Material. The number zero (0) is the 
end product (highest Level) There is no limit to the 
num ber of levels. 



Component 



Quantity 



Unit of Measure 



Unique identification of an item which is a component of 
another item on a Bill of Materials. This component 
identification is usually found on the Item/Part master, 
but It is not a requirement that the component be on the 
Item/Part master. 

This field Is the quantity required for one unit of the 
parent Item/Part. 

Defines how the Item Is counted or measured. Some 
examples of units of measure are Bag", "Carton", "Feet". 
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Component Type Information indicating what type of component tinis is. 

Some examples of component types are "Assembly", 
"Industrial Supplies", "Tool". 

Description Contains information describing the item . This 

description can be as short as an abbreviation or a long 
detailed description of the item. 

Message Line 

l^essage Displays information about the current status of the 

screen including error messages. 



Accessing the Explosion Screen 

1. Clicl< the plus (" + ") next to "Inventory" or double-click'^^ "Inventory" in the 
"NavTree". 

-or- 

Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Bill of Material". The "Bill of |V|aterial" screen is then displayed. 

3. If there is an item or part number in the "Item/Part" field, the bill of material for 
that item part number is displayed on the main screen. 

4. Click the "Explosion" tab at the top of the main screen. 

5. If there is an item or part number in the "Item/Part" field, the single explosion for 
that item is displayed on the main screen. 
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Using the Explosion Screen 

Use these procedures to erase the screen, display a bill of material explosion for an item, 
display the previous bill of material explosion, and display the next bill of material explosion. 

Erasing the Screen 

To erase the data from the screen click the Erase button_^ located on the toolbar. 

Note: Erasing the screen does not cause any data to be lost; it is merely a way to clean the 
screen in preparation for another operation. 

Displaying a Bill of Material Explosion 

To display a bill of material explosion, perform the following steps: 

1. Enter an item or part number in the "Item/Part" field. 

2. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

3. The bill of material is displayed on the main screen. 

4. Click on either "Single Explosion" or "Indented Explosion" to view the different bill 
of material displays. 

-or- 

1. Use the search button next to the "Item/Part" field, the "Description" field to 
select an item number. 

2. Double-click on the "Item/Part" you would like to display in the "Search" screen 
table. 

3. The bill of material is displayed on the main screen. 

4. Click on either "Single Explosion" or "Indented Explosion" to view the different bill 
of material displays. 

Displaying the Previous Bill of Material Explosion 

To display the bill of material explosion that precedes the bill of material explosion currently 
displayed, perform the following steps: 

1. Click the Previous button 4 located on the toolbar. 

2. The previous bill of material explosion is displayed on the main screen. 
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Displaying tlie Next Bill of Material Explosion 

To display the bill of material that follows the bill of material currently displayed, perform the 
following steps: 

1. Click the Next button ► located on the toolbar. 

2. The next bill of material explosion is displayed on the main screen. 



Tip: You can use the Next button ► as a convenient way to locate the first record in the 
database. Start by erasing the screen using the Erase button , then click the Next 
button ► . 
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Where Used Screen 



Use this screen to display winere items are used 
data in two different views: 



in bills of materials. You can display the 



Single Where Used - Shows the items that use this component directly. 
Sometimes this is referred to as an "implosion". 

Indented Where Used - Shows all the items (by level) that use this component 
either directly or indirectly through other items. Sometimes this is referred to as 
an "indented implosion". 



Current Item Group 
Field 

Item /Pa rt 



Explanation 

A unique Identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Type 



Description 



Unit of Measure 



The type helps further define an item by giving it a 
classification. Some examples of types are: "Assembly" 
something you build, "Service" for a service you provide, 
"Tool" for something you use in your operation. 

Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 

Defines how the item is counted or measured. Some 
examples of units of measure are "Ounce", "Pound", 
"Hour". 



Component Table (Components and Description tabs) 
Column Explanation 



Row 



The line number of the row in the table. 



Level 



A number indicating the level at which the component is 
found in Bill of Material. The number zero (0) is the end 
product (highest Level) There is no limit to the number of 
levels. 



Item/Part 



A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Quantity 



Unit of Measu re 



This field is the quantity required for one unit of the 
parent Item/Part. 

Defines how the item is counted or measured. Some 
examples of units of measure are Bag", "Carton", "Feet". 
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Component Type 



Information indicating what type of component tinis is. 
Some examples of component types are "Assembly", 
"Industrial Supplies", "Tool". 



Description 



Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 



Message Line 



l^essage 



Displays information about the current status of the 
screen. 



Accessing the Where Used Screen 

1. Clicl< the plus (" + ") next to "Inventory" or double-click'^^ "Inventory" in the 



Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Bill of Materials". The "Bill of Materials" screen is then displayed. 

3. If there is an item or part number in the "Item/Part" field, the bill of material for 
that item or part number is displayed on the main screen. 

4. Click the "Where Used" tab at the top of the main screen. 

5. If there is an item or part number in the "Item/Part" field, the single where used 
for that item is displayed on the main screen. 



NavTree". 



-or- 
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Using the Where Used Screen 

Use these procedures to erase the screen, display the where used bill of material for an item, 
display the previous where used bill of material, and display the next where used bill of 
material. 

Erasing the Screen 

To erase the data from the screen click the Erase button_^ located on the toolbar. 

Note: Erasing the screen does not cause any data to be lost; it is merely a way to clean the 
screen in preparation for another operation. 

Displaying a Where Used Bill of i^aterial 

To display a where used bill of material, perform the following steps: 

1. Enter an item or part number in the "Item/Part" field. 

2. Click the Open (Display) button located on the toolbar or hit the Enter key. 

3. The where used bill of material is displayed on the main screen. 

4. Click on either "Single Where Used" or "Indented Where Used" to view the 
different bill of material displays. 

-or- 

1. Use the search button next to the "Item/Part" field, the "Description" field to 
select an item number. 

2. Double-click on the "Item/Part" you would like to display in the "Search" screen 
table. 

3. The where used bill of material is displayed on the main screen. 

4. Click on either "Single Where Used" or "Indented Where Used" to view the 
different bill of material displays. 

Displaying the Previous Where Used Bill of Material 

To display the where used bill of material that precedes the where used bill of material 
currently displayed, perform the following steps: 

1. Click the Previous button 4 located on the toolbar. 

2. The previous where used bill of material is displayed on the main screen. 
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Displaying tlie Next Whiere Used Bill of Material 

To display the where used bill of material that follows the where used bill of material 
currently displayed, perform the following steps: 

1. Click the Next button ► located on the toolbar. 

2. The next where used bill of material is displayed on the main screen. 



Tip: You can use the Next button ► as a convenient way to locate the first record in the 
database. Start by erasing the screen using the Erase button , then click the Next 
button ► . 
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Summary Screen 



Use this screen to display a summarized view of bills of material, with the quantity required 
for the number of units you specify. Since a component can be used at multiple levels within 
a bill of material, the components are summarized by adding the quantity from each level to 
a total for that component. You can display the data in two different views: 

Show Summarized Explosion - Shows all of the item components from which 
this item is composed in a summarized list. 

Stiow Summarized Where Used - Shows all of the items where this component 
is used in a summarized list. 



Current Item Group 
Field 



Explanation 



Item/Part 



A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Type 



The type helps further define an item by giving it a 
classification. Some examples of types are: "Assembly" 
something you build, "Service" for a service you provide, 
"Tool" for something you use in your operation. 



Description 



Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 



Unit of Measure 



Defines how the item is counted or measured. Some 
examples of units of measure are "Ounce", "Pound", 
"Hour". 



Quantity 



This field is the quantity used to compute the total 
number of a component required for the number of units 
specified. 



Summary Table (Components and Description tabs) 
Column Explanation 



Row 



The line number of the row in the table. 



Component 



Unique identification of an item which is a component of 
another item on a Bill of Materials. This component 
identification is usually found on the Item/Part master, 
but it is not a requirement that the component be on the 
Item/Part master. For a summarized where used, this is 
the item where the component is used. 



Description 



Contains information describing the item/component. 
This description can be as short as an abbreviation or a 
long detailed description of the item/component. 
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Quantity 



This field is tine total quantity of the connponent required 
for the number of units specified. 



Unit of Measure 
Component Type 

Message Line 

Message 



Defines how the item is counted or measured. Some 
examples of units of measure are Bag", "Carton", "Feet". 

Information indicating what type of component this is. 
Some examples of component types are "Assembly", 
"Industrial Supplies", "Tool". 



Displays information about the current status of the 
screen including error messages. 



Accessing the Summary Screen 

1. Click the plus (" + ") next to "Inventory" or double-click^ "Inventory" in the 
"NavTree". 



-or- 



Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Bill of Material". The "Bill of Material" screen is then displayed. 

3. If there is an item or part number in the "Item/Part" field, the bill of material for 
that item part number is displayed on the main screen. 

4. Click the "Summary" tab at the top of the main screen. 

5. If there is an item or part number in the "Item/Part" field, then the summarized 
explosion for that item or part number displayed in the Summary table on the 
main screen. 
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Using the Summary Screen 

Use these procedures to display the summarized bill of material for an item, display the 
previous summarized bill of material, and display the next summarized bill of material. 

Displaying a Summarized Bill of Materials 

To display a summarized bill of material, perform the following steps: 

1. Enter an item or part number in the "Item/Part" field. 

2. If desired, specify a quantity in the "Quantity" field. 

3. For a Summarized Explosion, click the Open (Display) button 1^ located on the 
toolbar or hit the Enter key, or click "Show Summarized" located at the bottom of 
the table. 

4. For a Summarized Where Used, click "Show Summarized Where Used" located at 
the bottom of the table. 

-or- 

1. Use the search button next to the "Item/Part" field, the "Description" field to 
select an item number. 

2. Double-click on the "Item/Part" you would like to display in the "Search" screen 
table. 

3. The Summarized Explosion for that bill of material is displayed on the main 
screen. 

4. If desired, specify a quantity in the "Quantity" field. 

5. For a Summarized Explosion, click the Open (Display) button 1^ located on the 
toolbar or hit the Enter key, or click "Show Summarized" located at the bottom of 
the table. 

6. For a Summarized Where Used, click "Show Summarized Where Used" located at 
the bottom of the table. 



Displaying the Previous Summarized Bill of Material 

To display the summarized bill of material that precedes the summarized bill of material 
currently displayed, perform the following steps: 

1. Click the Previous button 4 located on the toolbar. 

2. The previous summarized bill of material is displayed on the main screen. 
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Displaying tlie Next Summarized Bill of Material 

To display the summarized bill of material tinat follows the summarized bill of material 
currently displayed, perform the following steps: 

1. Click the Next button ► located on the toolbar. 

2. The next summarized bill of material is displayed on the main screen. 



Tip: You can use the Next button ► as a convenient way to locate the first record in the 
database. Start by erasing the screen using the Erase button , then click the Next 
button ► . 
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Priced Screen 



Use this screen to display the total price for the number of units you specify, with the pricing 
data for all of the item components from which this item is composed. Since a component 
can be used at multiple levels within a bill of material, the components are summarized by 
adding the quantity from each level to a total for that component. Then the total price for 
each component and the entire bill of material is calculated. 



Current Item Group 
Field 



Explanation 



Item /Pa rt 



A unique Identifier assigned to each item. It is the main 
key for all other Item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Description 



Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 



Quantity 



This field is the quantity used to compute the total 
quantity of components required. 



Gross Price Total 



The sum of the total prices of all the components in the 
Bill of Material. 



Type 



The type helps further define an item by giving it a 
classification. Some examples of types are: "Assembly" 
something you build, "Service" for a service you provide, 
"Tool" for something you use in your operation. 



Unit of Measu re 



Defines how the item is counted or measured. Some 
examples of units of measure are "Ounce", "Pound", 
"Hour". 



Discount Total 



The sum of the discount amounts of all the components 
in the Bill of Material. 



Net Price Total 



Calculated by the system as Gross Price Total minus 
Discount Total. 



Summary Table 
Column 



(Components and Description tabs) 
Explanation 



Row 

Component 



The line number of the row in the table. 

Unique identification of an item which is a component of 
another item on a Bill of Materials. This component 
identification is usually found on the Item/Part master, 
but it is not a requirement that the component be on the 
Item/Part master. 



Quantity 



This field is the quantity required for the number of units 
specified. 
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Gross Price 



Basic price for an item before any discounts or surclnarges 
are applied. 



Discount Percent 



Discount percentage applied to tine Gross price to 
determine the Net Price; for example, a gross price of 
10.00 with a discount percent of 10 would result In a net 
price of 9.00 (10.00 x 10% = 1.00; 10.00 - 1.00 = 9.00). 
If Discount Percent is zero and Discount has a value other 
then zero, then the "Discount" field was updated directly 
with an absolute amount. 



Discount Amount 



Discount amount to be subtracted from the Gross price to 
determine the Net price. If an absolute discount amount 
was entered the "Discount Percent" field will be zero. 



Net Price 



Net price for an item after any discount is applied. This 
value Is calculated from the Gross Price and the Discount 
Amount, as Gross minus Discount. 



Description 



Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the Item. 



Unit of Measure 



Defines how the item Is counted or measured. Some 
examples of units of measure are "Bag", "Carton", "Feet". 



Component Type 



Information indicating what type of component this Is. 
Some examples of component types are "Assembly", 
"Industrial Supplies", "Tool". 



Message Line 

Message 



Displays information about the current status of the 
screen including error messages. 



Accessing the Priced Screen 

1. Click the plus (" + ") next to "Inventory" or double-click'^ "Inventory" in the 
"NavTree". 

-or- 

Cllck on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Bill of Material". The "Bill of Material" screen Is then displayed. 

3. If there is an Item or part number In the "Item/Part" field, the bill of material for 
that item part number is displayed on the main screen. 

4. Click the "Priced" tab at the top of the main screen. 

5. If there is an Item or part number In the "Item/Part" field, then the priced 
summarized explosion Is displayed In the Summary table on the main screen for 
that item or part number. 
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Using the Priced Screen 

Use these procedures to erase the screen, display a priced summarized explosion for an item, 
display the previous priced summarized explosion, and display the next priced summarized 
explosion. 

Erasing the Screen 

To erase the data from the screen click the Erase button_^ located on the toolbar. 

Note: Erasing the screen does not cause any data to be lost; it Is merely a way to clean the 
screen in preparation for another operation. 

Displaying a Priced Summarized Explosion 

To display a priced bill of material, perform the following steps: 

1. Enter an item or part number in the "Item/Part" field. 

2. If desired, specify a quantity in the "Quantity" field. 

3. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

4. The priced summarized explosion and totals are displayed on the main screen, 
-or- 

1. Use the search button next to the "Item/Part" field, the "Description" field to 
select an item number. 

2. Double-click on the "Item/Part" you would like to display in the "Summary" screen 
table. 

3. The priced summarized explosion and totals are displayed on the main screen. 

4. If desired, specify a quantity in the "Quantity" field. 

5. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

6. The priced summarized explosion and totals are displayed on the main screen. 

Displaying the Previous Priced Summarized Explosion 

To display the priced summarized explosion that precedes the explosion currently displayed, 
perform the following steps: 

1. Click the Previous button i located on the toolbar. 

2. The previous priced summarized explosion is displayed on the main screen. 
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Displaying tlie Next Priced Summarized Explosion 

To display the priced summarized explosion that follows the explosion currently displayed, 
perform the following steps: 

1. Clicl< the Next button ► located on the toolbar. 

2. The next priced summarized explosion is displayed on the main screen. 



Tip: You can use the Next button ► as a convenient way to locate the first record in the 
database. Start by erasing the screen using the Erase button , then click the Next 
button ► . 
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Costed Screen 



This screen allows you to perform a costed, summarized BOM explosion. It displays the cost 
of for the number of units specified in a "Summarized Cost Explosion" report with the total 
cost for each item component and the total cost for the entire bill of material. Since a 
component can be used at multiple levels within a bill of material, the components are 
summarized by adding the quantity from each level to a total for that component. Then the 
total cost for each component and the entire bill of material is calculated. 



Current Item Group 
Field 

Item/Part 



Description 

Quantity 
Type 



Unit of Measure 



BOM Cost Total 



On Hand Cost 



Explanation 

A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 

Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 

This field is the quantity used to compute the total 
quantity of components required. 

The type helps further define an item by giving it a 
classification. Some examples of types are: "Assembly" 
something you build, "Service" for a service you provide, 
"Tool" for something you use in your operation. 

Defines how the item is counted or measured. Some 
examples of units of measure are "Ounce", "Pound", 
"Hour". 

The sum of the cost for all the components in the Bill of 
Material. 

The sum of the inventory on hand cost for all of the 
components in the Bill of Material. 



Summary Table (Components and Description tabs) 
Column Explanation 



Row 

Component 



Quantity 



The line number of the row in the table. 

Unique identification of an item which is a component of 
another item on a Bill of Materials. This component 
identification is usually found on the Item/Part master, 
but it is not a requirement that the component be on the 
Item/Part master. 

This field is the quantity required for the number of units 
specified. 
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Com ponent Cost 

On Hand Quantity 

On Hand Cost 
Unit of Measure 

Component Type 
Description 

Message Line 

Message 



The cost of each item in the Bill of Material. It is the 
result of multiplying the component quantity times the 
item cost for each component. 

The total number of units of the component currently in 
inventory. 

The total cost of the component inventory. 

Defines how the item is counted or measured. Some 
examples of units of measure are Bag", "Carton", "Feet". 

Information indicating what type of component this is. 
Some examples of component types are "Assembly", 
"Industrial Supplies", "Tool". 

Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 



Displays information about the current status of the 
screen including error messages. 



Accessing the Costed Screen 

1. Click the plus (" + ") next to "Inventory" or double-click'^- "Inventory" in the 
"NavTree". 



-or- 

Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Bill of Material". The "Bill of Material" screen is then displayed. 

3. If there is an item or part number in the "Item/Part" field, the bill of material for 
that item part number is displayed on the main screen. 

4. Click the "Costed" tab at the top of the main screen. 

5. If there is an item or part number in the "Item/Part" field, then the costed 
summarized bill for that item or part is displayed in the Summary table on the 
main screen. 
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Using the Costed Screen 

Use these procedures to erase the screen, display the costed summarized explosion for an 
item, display the previous costed summarized explosion, and display the next costed 
summarized explosion. 

Erasing the Screen 

To erase the data from the screen click the Erase button_^ located on the toolbar. 

Note: Erasing the screen does not cause any data to be lost; it is merely a way to clean the 
screen in preparation for another operation. 

Displaying a Costed Summarized Explosion 

To display a costed summarized explosion, perform the following steps: 

1. Enter an item or part number in the "Item/Part" field. 

2. If desired, specify a quantity in the "Quantity" field. 

3. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

4. The costed summarized explosion using the quantity as a multiplier is displayed 
on the main screen. 

-or- 

1. Use the search button next to the "Item/Part" field, the "Description" field to 
select an item number. 

2. Double-click on the "Item/Part" you would like to display in the "Summary" screen 
table. 

3. The costed summarized explosion is displayed on the main screen. 

4. If desired, specify a quantity in the "Quantity" field. 

5. Click the Open (Display) button 1^ located on the toolbar or hit the Enter key. 

6. The costed summarized explosion using the quantity as a multiplier is displayed 
on the main screen. 

Displaying the Previous Costed Summarized Explosion 

To display the costed summarized explosion that precedes the explosion currently displayed, 
perform the following steps: 

1. Click the Previous button i located on the toolbar. 

2. The previous costed summarized explosion is displayed on the main screen. 
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Displaying tlie Next Costed Summarized Explosion 

To display the costed summarized explosion that follows the explosion currently displayed, 
perform the following steps: 

1. Click the Next button ► located on the toolbar. 

2. The next costed summarized explosion is displayed on the main screen. 



Tip: You can use the Next button ► as a convenient way to locate the first record in the 
database. Start by erasing the screen using the Erase button , then clicl< the Next 
button ► . 
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Inventory Control 



What is Inventory Control? 

Inventory control allows you to track items from receipt through shipment for multiple 
stocking locations. Stocking locations must be set up using "Location Control" prior to using 
"Inventory Control" if you have the "Inventory Location Verify" parameter set to "Yes". 



:JtFG41100 InventorjControL (r|[n||X^| 
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Using Shelf-Life for Inventory Control 

TFG4000 allows you to create stocking locations based on your business needs. By 
planning your location identification method, you can use the TFG4000 Location Function to 
both identify the physical location and inventory lot in the same data field. The physical 
location allows you to identify the actual shelf, bin, drawer, or other storage areas where 
the inventory is kept. An expiration date (shelf-life) is one way to separate the inventory 
logically within a specific physical location. Many products have expiration dates that 
indicate when that product has reached the end of its useful life. The inventory physically 
looks the same, but can be separated into many smaller units based upon the date. By 
entering the expiration date when a product is received into inventory, you can identify the 
product to be used before the end of its shelf-life. 

When creating physical stocking locations, use a naming convention that allows you to reuse 
the locations with a minimal confusion. Once a physical stocking location has been defined, 
it cannot be removed or its name changed; however, once inventory for an item is depleted 
from a location, the location will no longer be associated with that item. You will not see 
"empty" locations for an item, only locations that have inventory. 



67 



There are several ways you can structure your physical stocking locations: 

1. You can create a physical stocking location for each item and store all items of that 
type in the same physical location. Use this method when there are no requirements 
to use one particular part in that location prior to another. 

2. You can create a physical stocking location with an associated expiration date 
(shelf-life) for an item and store all items of that type and expiration date in the same 
physical location. Use this method when you want to create specific and discrete 
physical stocking locations for each expiration date. 

3. You can create a single physical stocking location, and use suffixes, such as the 
slash (/) or dash (-) followed by additional Information to separate the items logically 
within the physical stocking location. You can use this method when you want to 
identify stock by some attribute such as color. 

4. You can also add a suffix, such as the slash (/) or dash (-) followed by additional 
information to each physical stocking location to identify different inventory lots that 
have a shelf-life. When you receive an Item you can then use the expiration date 
(shelf-life) to track the item. A location-lot identifier can be associated, at any given 
time, with only one expiration date until all of the associated items are used. 

Each physical stocking location/inventory-lot identifier can be up to 30 characters long and 
must be created prior to the receipt of inventory by using the TFG4000 Location Control 
screen If you have the "Inventory Location Verify" parameter set to "Yes". If the parameter is 
set to "No" you can key in any location identifier. 

Note: Please use caution If you are not using location verification as misspelled locations are 
considered separate locations. 

Once you have created your physical stocking locations, you can use the TFG4000 Inventory 
Control screens to: 

1. Receive an item Into a specific physical location and inventory lot based on the 
item identifier and, if applicable, the expiration date. 

2. Disburse or use Inventory from stock by using the physical location/inventory lot 
to determine which physical location to use. 

3. View the activity history for each item and track the usage of the item. 

4. View inventory with expiration dates to determine which physical location for that 
item to use first. The inventory is displayed with the oldest expiration date at the top 
of the list. 
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Inventory Control Screens 



Inventory Control consists of four tabbed screens that are used to enter, maintain, 
and view inventory data. Each screen is used for specific purposes to aid in the entry 
and maintenance of inventory. 



Inventory 



Use this screen to control and track the movement of your inventory through multiple 
stocking locations. 



Inventory History 

Use this screen to view the movement of your inventory. You can view the 
adjustment, issuance, scrapping, returning, receipt, and shipment of each item with 
the most recent activity at the top of the list in the table. 



Shelf-Life Summary 

Use this screen to view the shelf-life information for inventory items that have 
expiration dates. You can view the following information for any item with a shelf-life: 



Expiration Date 
Location 

On-tiand Quantity 
Life Type 



Inventory Summary 

Use this screen to view the on-hand inventory. You can view the following information 
for any inventory item: 



On-liand Quantity 
Available Quantity 
Stock Type 

Inventory Description 



Reserve Quantity 

Total Cost 

Last Ctianged Date 



Allocated Quantity 
Unit Cost 
Cost Type 



69 



Inventory Control Screens Explained 



Inventory Screen 

Use this screen to control and track the movement of your inventory through multiple 
stocking locations. You can perform the following actions on the inventory: 



Adjust 



Issue - 
Scrap - 
Return - 
Receive 
Ship - 



Change or correct the on-hand quantity of an item in a specific stocking 
location. You can use a quantity of zero to update the inventory cost 
when you change item cost on the "Item Definition" screen and to put a 
shelf-life/expiration date on an inventory location. 
Disburse an inventory item. 
Discard an inventory item. 

Put inventory into a stocking location indicating it was returned. 
Accept an item into a stocking location. 

Send the inventory item to an external destination (remove quantity 
from inventory). 



Current Item Group 
Field 



Explanation 



Item/Part 



A unique Identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Description 



Contains information describing the item. This 
description can be as short as an abbreviation or a long 
detailed description of the item. 



Reserve 



Pick 



Item Cost Total 



The reserve quantity from all Reserved Job Orders for this 
Item/Part. (Used only if Job Order l^anagement is 
installed) 

The quantity of an item that is in the process of being 
picked. (Used only if Job Order l^anagement is installed) 

The total cost of all on hand inventory for an item based 
on the cost defined on the "Item Definition" screen. This 
cost Is updated each time an inventory transaction is 
performed for the item. To update the item cost total 
after the item cost has been changed on the "Item 
Definition" screen, perform an adjustment transaction 
with a quantity of zero. 



No Cost 
Total Cost 
Type 



The number of items that do not have cost data. 

The total cost of all on hand inventory for all items. 

The type helps further define an item by giving it a 
classification. Some examples of types are: "Assembly" 
something you build, "Service" for a service you provide, 
"Tool" for something you use in your operation. 
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Unit of Measure 



Defines Inow tine item Is counted or measured. Some 
examples of units of measure are "Ounce", "Pound", 
"Hour". 



Stocl< Type 
Allocated 

Item Percent 

Inventory Table (Inventory, 
Column 



(Future Use) 

The allocated quantity from all dependent requirements 
and shipping orders for an item. (Used only if Material 
Scheduling and/or Sales Order Management are installed) 

The percent of the total cost that an item represents. 

Job Order and Shelf Life tabs) 

Explanation 



Row 

Location 

Onhand Quantity 
Type 

Transaction Quantity 

Description 
Job Order 

Expiration Date 
Life Type 



The line number of the row in the table. 

Identification of the Location where inventory is stored 
for this Item/Part. 

The number of units that are on hand in this location for 
this Item/Part. 

Kind of transaction that can be performed. 

The number of units that are to be processed for this 
inventory transaction for this Item/Part. This quantity can 
be negative or positive. 

Place to enter a description of the inventory transaction 
being performed. 

Place to enter a job order number to which the Inventory 
transaction will be associated (Can be used only if Job 
Order Management is installed) 

Date when the inventory will not be usable. 

Type that indicates how the shelf life date is determined. 



Message Line 

Message Displays information about the current status of the 

screen including error messages. 
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Accessing the Inventory Control Screen 

1. Click the plus (" + ") next to "Inventory" or double-click^ "Inventory" in the 
"NavTree". 

-or- 

Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Inventory Control". The Inventory Control screen is then displayed. 

3. If there is an Item or part number in the "Item/Part" field, the inventory for that 
item is displayed on the main screen. 

Using tlie Inventory Screen 

Use these procedures to display inventory for an item, update inventory for an item, display 
inventory for the previous item, and display inventory for the next item. 

Displaying Inventory 

To view inventory for an item, perform the following steps: 

1. Enter an item number in the "Item/Part" field, or use the search button 
next to the "Item/Part" field to select an item number. 

2. Click the Open (Display) button 1^ located on the toolbar. 

3. View the inventory information displayed on the screen. 

Updating Inventory 

To update inventory information, perform the following steps: 

1. Enter an item number in the "Item/Part" field, or use the search button 
next to the "Item/Part" field to select an item number. 

2. Click the Open (Display) button 1^ located on the toolbar. 

3. In a row that does not already have inventory data, enter or select a storage 
location; for a row that already has inventory data, skip this step. 

4. Select a "Transaction Type" using the dropdown provided. 

5. Enter the quantity you wish to add or subtract in the "Transaction Quantity" 
column. 

6. Type in text describing the transaction you are performing in the "Transaction 
Description" column if desired. 

7. Click the Save button Q located on the toolbar. The on-hand quantity will be 
calculated and the transaction you executed can be viewed with the Inventory 
History screen. 
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Displaying Inventory for the Previous Item 

To display inventory for the item that precedes the Item currently displayed, perform the 
following steps: 

1. Click the Previous button 4 located on the toolbar. 

2. Inventory for the previous item Is displayed on the main screen. 

Displaying Inventory for the Next Item 

To display inventory for the item that follows the item currently displayed, perform the 
following steps: 

1. Click the Next button ► located on the toolbar. 

2. Inventory for the next item is displayed on the main screen. 

Tip: You can use the Next button ► as a convenient way to locate the first record In the 
database. Start by erasing the screen using the Erase button , then click the Next 
button ► . 
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Inventory History Screen 



Use this screen to view tine movement of your inventory. You can view the adjustment, 
Issuance, scrapping, returning, receipt, and shipment of each item, with the most recent 
activity at the top of the list In the table. 



Current Item Group 
Field 

Item /Pa rt 



Explanation 



A unique identifier assigned to each item. It Is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Transaction 

Transaction Description 

Start Date 
End Date 
Select Location 



Information indicating the type of Inventory transaction 
that was performed (Adjust, Issue, Scrap, Return, 
Receive, Ship). 

Enter a full or partial description to search data by 
description. Use the percent sign (%) for wildcards. 

The start date on which to start the retrieval of the data. 

The end date on which to stop the retrieval of the data. 

Enter a full or partial location name to search data by 
Inventory location. Use the percent sign (%) for 
wildcards. 



Number of Items to Display 



Controls the number of database rows to retrieve during 
the query. The default value is 25. The more rows 
retrieved, the longer it takes the query to complete. Use 
the selection criteria to help control the number of rows 
retrieved. 



Transaction Table (Transaction, Description and Shelf Life tabs) 



Column 

Row 

Item /Pa rt 



Explanation 



The line number of the row In the table. 

A unique identifier assigned to each item. It Is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Time Stamp 



Identification of the Date and Time that this transaction 
was recorded for this row. This column is In descending 
order. 



Location 



Transaction 



Identification of the Location where inventory is stored 
for this Item/Part. 

Information indicating the Type of Inventory transaction 
to be performed. Some examples of types are: "Adjust", 
"Receive" , and "Ship". 
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Quantity 



The number of units tinat are to be processed for this 
inventory transaction for this Item/Part. 



Order Type 



Type of order for which the transaction was executed 
e.g. Job Order, Ship Order, Customer Order, etc. 



Order Number 



Indicates the order that created this Inventory 
transaction . 



Description 



The transaction description can be used for comments or 
any other additional Information about an Inventory 
transaction. 



Expiration Date 



Expiration date of when the Inventory will not be usable. 



Life Type 



Type that indicates how the shelf life date is determined. 



Message Line 



Message 



Displays information about the current status of the 
screen. 



Accessing the Inventory History Screen 

1. Click the plus (" + ") next to "Inventory" or double-click'^^ "Inventory" In the 
"NavTree". 

-or- 

Cllck on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Inventory Control". The Inventory Control screen Is then displayed. 

3. If there is an Item or part number in the "Item/Part" field, the Inventory for that 
item is displayed on the main screen. 

4. Click the "Inventory History" tab at the top of the main screen. 

5. If there is an Item or part number In the "Item/Part" field, the Inventory history for 
that item are displayed on the main screen. 
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Using the Inventory History Screen 
Displaying Inventory Tra nsaction History 

To view inventory history, perform tine following steps (Step 1 is optional): 

1. Enter all or part of an item number in the "Item/Part" field, or use the search 
button ^4 next to the "Item/Part" field to select an item number. 

2. Enter a Start Date and End Date to specify the range to display in Inventory 
History. 

3. Click the Open (Display) button 1^ located on the toolbar. 

4. View the Inventory History information displayed on the screen. 
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Shelf-Life Summary Screen 

Use this screen to view the shelf-life information for inventory items that have expiration 
dates. 



Selection Criteria Group 
Field 



Item/Part 



Explanation 



A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Number of Items to Display 



Controls the number of database rows to retrieve during 
the query. The default value is 25. The more rows 
retrieved, the longer it takes the query to complete. Use 
the selection criteria to help control the number of rows 
retrieved. 



Summary Table 
Column 

Row 

Expiration Date 
Item /Pa rt 



Explanation 



The line number of the row in the table. 

Date when the inventory will not be usable. 

A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 



Location 

Onhand Quantity 
Life Type 

Message Line 

Message 



Identification of the Location where Inventory Is stored 
for this Item/Part. 

The number of units that are onhand In this location for 
this Item/Part. 

Type that indicates how the shelf life date Is determined. 
There is only one Life Type used at this time - Date: 
Expiration date was entered manually. 



Displays information about the current status of the 
screen including error messages. 
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Accessing the Shelf-Life Summary Screen 

1. Click the plus (" + ") next to "Inventory" or double-click'^ "Inventory" in the 
"NavTree". 

-or- 

Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Inventory Control". The Inventory Control screen is then displayed. 

3. If there is an Item or part number in the "Item/Part" field, the inventory for that 
item is displayed on the main screen. 

4. Click the "Shelf Life Summary" tab at the top of the main screen. 

5. If there is an item or part number in the "Item/Part" field, the shelf life summary 
for that item is displayed on the main screen. 

Using the Shelf-Life Summary Screen 
Displaying Inventory Sheff-Life Summary 

To view shelf-life summary, perform the following steps (Step 1 is optional): 

1. Enter all or part of an item number in the "Item/Part" field, or use the search 
button next to the "Item/Part" field to select an item number. 

2. Click the Open (Display) button 1^ located on the toolbar. 

3. View the Shelf-life Summary information displayed on the screen. 
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Inventory Summary Screen 



Use this screen to view tiie on-hand inventory for more than one item. 
Selection Criteria Group 



Field 



Item/Part 



Explanation 

A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 

Controls the number of database rows to retrieve during 
the query. The default value is 25. The more rows 
retrieved, the longer it takes the query to complete. Use 
the selection criteria to help control the number of rows 
retrieved. 



Summary Table (Quantities & Cost, Secondary and Inventory Description tabs) 



Number of Items to Display 



Column 

Row 

Item/Part 



Explanation 



Onhand Quantity 
Reserve Quantity 

Allocated Quantity 

Available Quantity 
Total Cost 

Cost Type 
Unit Cost 

Stock Type 
Last Changed 



The line number of the row in the table. 

A unique identifier assigned to each item. It is the main 
key for all other item data. The identifier can be a 
number, a name, or some combination of numbers and 
characters. 

The number of units that are on hand in this location for 
this Item/Part. 

The reserved quantity from all Reserved Job Orders for 
this item/part. (Only used if Job Order Management is 
installed) 

The allocated quantity from all dependent requirements 
and shipping orders for this item. (Used only if Material 
Scheduling and/or Sales Order Management are installed) 

On hand quantity minus allocated quantity. 

The total cost of all on-hand inventory for this item based 
on the item cost defined on the "Item Definition" screen. 

(Future Use) 

Item cost entered on the "Item Definition" screen. It Is 

the amount required to manufacture, purchase, or 
perform the services represented by this item. 

(Future Use). 

Last date/time this data was changed. 
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Inventory Description (Future Use) 

Message Line 

Message Displays information about the current status of tine 

screen. 

Accessing the Inventory Summary Screen 

1. Click the plus (" + ") next to "Inventory" or double-click'^- "Inventory" in the 
"NavTree". 

-or- 

Click on the "View" menu. Select "Goto Screen", then select "Inventory". 

2. Click "Inventory Control". The Inventory Control screen is then displayed. 

3. If there is an item or part number in the "Item/Part" field, the inventory for that 
item is displayed on the main screen. 

4. Click the "Inventory Summary" tab at the top of the main screen. 

5. If there is an item or part number in the "Item/Part" field, the inventory summary 
for that item is displayed on the main screen. 

Using tlie Inventory Summary Screen 
Displaying Inventory Summary 

To view inventory summary, perform the following steps (Step 1 is optional): 

1. Enter all or part of an item number in the "Item/Part" field, or use the search 
button next to the "Item/Part" field to select an item number. 

2. Click the Open (Display) button 1^ located on the toolbar. 

3. View the Inventory Summary displayed on the screen. 
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